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Z A MANUAL ^ipR DEVELOPING AND .IMPLEMENTING THE ESL/ABE 

PROGRAM 



• 2.1 IDENTIFY PROGRAM REQUIREMENTS/FUNDING 



■ •■ "4 — ' Th e p rogram administrator shbul(| become aware of thpse requirements mandated by the% 

^^J^ .^^^^^^^^^ under vybQse auspices hii bfOflcam. Js^iiaided. ,Nq prpgram j 

be developed vvhictt lAcI^ 

s, , / toavoid the risk pf possible loss or reduction of fdndihg. . . \ - 

2aA identify federal requirements 

, While of limited use to Focal program administrators, a general familiarity will avoid such * 
> . situations as offering ESLdass6s to students under 16 years of age. . 

' ' 2-i;2' IDENTIFY FEDERAL FUNDING • ' . 

' The major ^urce of fedleral funding for ESL^&E programs has been PL 91-230. A chart 

outlini/ig the various funding sources is included in tWssefction.^ ^ , 

. 2.1.3 IDENTIFY STATE REQUIREMENTS • . . 

VThe program administrator should be famliiar with those guidelines, regulations, policy 
requirement forms, and reporting procedures/equired by the IllinoisOfffce of Education. 

* , The Illinois Office of Education regional supervisor can provide assistance in obtaining 
adequate inforpnation to prepare proposals which meet both 'federal and stgte 

/ ' requirements.^ ' . ^ 

. * *' ' . . . ■. - ' ' ■ . ■ ' • . • 

Regional Offices of the Adult and Continuing Education Section, uiinois Office of 
, . Education: * ' . • . 

• ■ /• Springfield^ Chicago ' ■ ^ Mt, Vernon . , , 

100 North First Street 188 West Randolph 2413 West Broadway ' 

i GZJn * 6060n -62864 ^ 

\ (217)782-3370 ' (312) 793-2232 ' '(Sf 8) 242-1676 

V 2.1.4 IDENTIFY STATE FUNDING " j ^ / ' , ^ : 

' ' rilinois statc-JtMiding ha^ been available Under Sec^ of theSchpol Godefc Illinois 

^ Adult Education Act. Please see Chart 2.S: Adult Eduction-Sources of Funfis. ^ 

2.1.5 IDENTIFY LOCAL REpUIREMENTS ' v ^ 

Those areayWhich aje not mandated by Federal or State law may be required by local > 
agencies-^ch as the local ppmmuni^ college or high, school board. Youvshquld be 
^thoroughly famin$rwitK these regulations^ * " • 

While State teacher certification is not required to teach ESL in ABE programs^ local 
districts may have unique requirements* Some local districts require aetata certificate 
^ ' \ while others have no requirements at all. In any case, you Will need to.be familiar with ^ 

• / local regulations. \ > 



2.1.6 



IDENTIFY LOCAL FUNDING 



Local agencies, associatiorts, government offices; business and industry may be potential 
sbUrces'of supplementary funding; • \ ^^^. \ " ' v - 



2.2 



PROGRAM DEVELOPMENT 



Prior to instituting a program it is necessary to subtnitri^^ 

and Continuing Education Sectiort of the Illinois Office^^^^ Education. / ^ • 

All proposals should follow the format outlined ih t Adult and dontinliing Edudgtipn - 
Guidelines. Assistance in developing the initiah proposal will be provided by thB: , 
^appropriate Regional Offices Qlthe AduIt arid Oontinu^^^^^ 
Education (see Section 5*1>3)V ' / , ^ 



2.2.1 ID^NTfFy TARGET POPULATION 

^^ Areas of information might inciude: 

population statistics . > 
age of population . " 
educational levels of population 
economic levels of population 



chief employment areas f ^ *' . 
national background ofsPopulatioi>' 
geographic area served . - 
present educational offering^ urarea 



■K. ■ - 

, V M ■ ■ ■ 



Uni^d States Gd^^ 
'l970 Census ^ 
CSoviirnment Pffnting Of f i ^ 
: I nfprmatiorijfrolii Legislators \ 
• Regtofial Healt h: Ed ucation and Welfare Office 
Regional Laboi; Department Office 
Immigration and Naturalizafion * 
MDTA Offiqe * ^ 

CETA Office V,,; * . 

i( Professional Assocjatjons {NAPCAIE;^^ 

State Resources ^ > 

'm 




State Manualjs and. Directories 
Em p I oy men t Secu rity , 
CoHeg€^^d4Jniversity Extension Centers 
State Legislators y * ^ c 

Office of Education • / 

Publiq Aid ^' ^. . - , \ 

Bilingual Education Service Center ' * 
Illinois Adult E^^ication Association (I AEA) ; 
Public Adult and Comfhuing Education Association (PACE) 



— - — 




Illinois Teachers of English, to Speakers of Other Languages 



Local Sources : ir : : 
Welfare and ^Health Agencies 
School Districts ' ' 



eric: 



CHAftT 2.1 
^ Adult Education 



Section. ipj22*20Si^M^^^^ 
Fodei/il SRS Amendments 



3-1 of &i)pol Cc^ 



A) P,L 91*230 as amended idiom: A) Public Aid . 
Title III . 



« A) Illinois Adult Education Act 



B) Programnrilug . . _ 
1) ABE \ ^ 

a) (M2tevel pflnsfruction 

b) Priority (Reading 
•Test Determines) 

c) 0-8 

d> 9-12 (20% Limit) . 



C) Funding* 



B) Protiramming 

1) ABE 

/ ■ . • ■ 

; a) - 0-1 2 Educaiioii * 

b) Na limitation on 
:GEDona-T2 

c) Child Car^ : ' 

d) Transportation 

e) Vpcational Training 

C) Funding 



B) Programming 



1) Elementary Credit 

2) High School Credit 

3) AmeHcanFzation (ESL) 

4) GED 



1) Federal Matching 7/i|5/30 

2) I00%,90/Ip~90% PStJeral, 
r ' 10% State *' 

3) Free 

4) Out of school yputh, 
16 and older 



ir Federal 7/1-6/30 ' 

2) 100* 75/25-^5% Federal, 
25% State 

3) Fi^e 

A) Publi0AI]d flecipientOnly 



C) Funding 

*1) State 7/1-6/30 
, 2) $6.25 per clock hour 
3) Tuition. 



V ■ 



^Commuriit/ coi/eg$s^are given monies for tufp<^ with State apportionment funds from the Illinois Community 



College Board. 



KEY TO CHART 2.1 



A - SPECIFIC LEGISLATION ' 

B T AREAS OF INSTRUCTJIONAL SERVICES 

C * I^UNDING ' 



'^1 •Stourcr 
* 2 " Fl#imbu($ement 
. 3 Costs to Participant 
4 « Eligibility 
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Chambers of Commerce 

New^apers v 

Telephpne Directories 

pommunity. Service Agencies ^ 

Religious and Church Affiliated Organizations 

L o cal L ab o r Union Off ices. . — ' ' . . 



Other Local ABE Programs 
2.2.2 IDENTIFYSTUDENTNEEDf • 
GohsuJj: • / 



locail program counterparts . x 
local brllngual programs : 
related local/ stote and federal agencies 
local ethnic, fraternal and religious groups 
former students 
local business and industry 
"^local schools arid traininig facilities 



Methods wh^ch can be'used to^collect the information include; 



•9' 



Z2.3 



^ distributing questionnaire to jcommunity agen " * 

distributing questionnaire or needy as^6ssment to potentiaPstudents 
telephone interview^ with heads of agencies serving the coriirtiunrty 
telephone int6ryiews with dommijriity residents / * 

personal interviews ^witK agency tieads ^ 
personal interviews with conimunity residents 



Cost benefits must be considered- when evaluating and selecting Jriformation and 
information gathering needs. Some means of assessing 5itudent needs take more tinie, 
effort and money than others, but may provide important benefits in public relations and 
useful information, / : • . 

■ . • ' •'. . ' ■ ■ • , ■ ' * ' , '■ ■ * ' 

For your infornfiation samples of student needs'assessment questionhaires are included 
(see Sample Questionnaires 2.2 [A] and 2-2 [B]y. ^ / 



DEVELOPING A PROGRAM 



To meet the Interrelated needs of ^dult ESL students^ if is necessary to distinguish ' 
between a course and a. program, A course usually ni^ns a regularfy scheduled 
instructrOnal session lasting fpr some specified period of^rfrrieNi.e., 8 weeks/ 16 week 
39 weeks) concerning one isolated area of study. A program consists of acornpfet6 sef^es^ 
of related and highly integrated, units or areas of study.. In Order to meet therp^^^^ 
ESL/ABE it is necessary to develop a core program (see Section 3— A P/anni^oSf Guic^^^^ 
Developing the BSL/ABE I nstructi^ . 



V 
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^2.4 rDEyBtGPI^^^ , 

* / To ddtermifle th^ extent to Which the Six'Gdals of ESL/ABE are being satisfied, you need 
: ' to develop measurable student objectives. , Section 3 of the Manual provides an extensive 
nrting of suoh: objectives gVbuped 

• y ' ' . • \ ■ ] ' ■ ■ ■ •; ■ .. ■ ■ s , - . . \ ■ 

2ai IDEN^^ FACILITIES ^ ^ ; 

1 To me extent possible, the following areas should Be taken into consideration whea 
I selecting facilities; 



parking 

accessibility 

lighting 

heating/air conditipnihg/ventilatioir 
rest rooms* ^ 
fUrnishirigs/size/quantity/flexibilitY • 
sxorage 
acoustics 

space availability/size/flexibi!ity. 
amenities/food services 



2.2.6 "^IDENTIFY STAFFING NEED? 



You should consider alt of the follo\5/ing instructional staffing needs: 



instructional stiaff 
paraprofessiorial staff 
recrgiting staff 
admimstrative staff 
secretanal/clerical staff 
volunteer staff 
child care staff 
supportive service staff 



Any adult ESL administrator vvill need to consider carefully all of the staffing areas 
suggested above. Exclusion of any area shoulcf be avoided v^henever possible and a budget 
^^^^ \ : should be explicitly included for each category in the proposal 

/ d^ > 

■ ^^.^^ , . ■ , ; ' ^ " . ■ . « • 

2.2.64 INSTRUGtlONAL STAFF ■ 

■ " , The heart of the prograrn is the teaching staff. Recognizing the scarcity of qualified, 
( trained ESL.teachers, program administrators nevertheless should not sacrifice the quality 
ahd /success of the piro'gram, but should continuously segrch for qualified, experienced 
• teachers.. • • . , 
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An administrator sljould consider sUch areas as; ; . ' ' 

1. Demonstrated native or near-native fluency in English . 

2. Understanding; acceptanpe and empathry for ad T . 
/ bflnon-Englishsp^^ . - .^ V . . 

• ^'^T^r^'tnt^^ — - ' 

2^^ ^ ^ * . . 1. 

- 5, Demonstrated teaching ability in ESL # t .* 

V 6. • Knowledge, understanding and appreclatipn of non-AmeridSn ^nd 

Americaji ethnic-cultures * 

' 7. Knowledge of ESL methods and techniques 
2, 8. Practical experience in ESL Instruction . ' 

. 9. Ability to diagnose language needs aad provide appropfiatp 

: : Instructional experiences ' \. ; 

At), Professional degree , 

Prioripes of Hiring < ■ 

The possibility of fully staffing your program with individuals exhibiting the ten criteria 
listed above IS remote. However, the criteria have been listed in order of prfority from 
that of the greatest ^1) to the least (TO): It goes without saying that the teacher should 
have native or near-hgtiye fluency with all aspects of the language. This is a must for all 
instructors. Items (2) and (3) are almost interchangeable and indeed it is difficult to 
understand how dne coald.exjst without the other. The ^administrator should seek to 
employ those individuals who caa bring to the program as many of the ten comfjetendes 
as possible, giving priority to the first five items, . . • / ' k 

Is It mandatory that the ESb teacher speak the language of the students? The answer, of 
course, is^not simple. In caseis where there are a multipllQlty of 'fanjjuage^backgfounds 
represented in the class, a bilingual teacher Is decidedly^npf required. Often, even with a 
homogenepus language backgrpund, the teacher is bfetter off /VO 7" speaking or at least 
using the students' vernacular language. In such a Case thisoften becomes a crutch and 
instruction is disintegrated into>lalk.a/?aaf, English i;n Chinese Spanish 6r 

whatever rather than talk in English. BiWngual-aljnity fpr the ESL teacher, then, is no^ 
required. ' ^ V ^ 'j . ' 

• * ' - »■ - -■ "• ' . 

Locating Capable Teachers * • f ' 

I. Maintain'a'listof potential candidates. Sources for this Ikt 
might include: * ' 

• , ESL administrative counterparts 
, • University and cbilege placement offices 

• jUniversity TESOL Departments 
♦ • Advertisements in focal newspapers . 

• Illinois TESpL Affiliate 2/ 
^ * BiHngual Education Service Ce/iter* 1. 

2* Have candidate complete written application 




3, Secure professional vitae, credentials and reqommendations>^ " 

4, Arrange to observe a teaching demonstration by the candidate in your program 
if possible. If th ir is hot possible^ any teaching demonstration should be 

'arranged . * ^ ^ • 



. ^ Si pirect personal fnterview vvfth you, ygur staff ^nd your students 

PARAPRO&ESSIONALSTAFF - ' . . , 

Tpie complementary j component of teacher and student in the instructional team is the 
paraprofessionaf. Tijle paraprofessionaf v(rorks directly witb the teacher and the student. 
Additionally, the aic|e will be requrred to work with ^, the entire supportive staff. 

ons basic to teaching, staff rnembers should be expected of 
itidnal qualifications should include: 



Attitudinal qualificati 
p'araprofessionals. Adc 



Ability to re late to and maintain rapport with adqlts, 
students/ teachers, other staff and cOmnrtunity members 
Ability to ic^entify with the students ' L \ 
Understandijig of thefr own responsibilitTes 
Ability and willingness to follow directions of teachers 
' Resideince within the community | • . 

Participation in pre-service and in-service training ^ - 
Knowfedge and understanding qf problems faced by Students 
J^rt^i^edge of student language | 

Suggested Duties: ^ 



\ 



Instructional assistant 
/Tutor 

Substitute teachesr 
Reqruiting 
Record keeping 
Public relations * ' 
Community liaison i 
Care of teaching materials . / : 

iNurse^ry . , • / ^ 
Reproduction of materials 
Visual aid specialist / " 
phedk rpils , * / 

Call On absentees 

Perform other duties as dir6cted by the teacheir 



RECRUITING STAFF 



valuable adjunct to th6 program is a/full or a part-time recruiter, A major responsibitity 
?f the recruiter would be to act as a liaisoYi between the program and the community it 
serves, bringing both together. o ^ 



•■'>.V' 



* • ' -' ' « . ' Sample^CUigstlgnnaire 2.1^.2 tA] - • ' '»v' " * ^ - ^' . 



ESL/ABiE'STUDENTr N fEDS.. 



4 % 



Name - .(-^ -y^."','; ..' c^-.v. > ' , ■ ■ •■. ■ Sociaf Sebifritv^Nb^ ^ ' ^ \. / > ^ ^: \ ..• 



Address- • ■ . ■ " "''...V' V; ^ '. ^> "•v.v;"" - " ' ; ^ 

Telephone No. - >• .- ■ :-; ■ ; ■ ■...^ . . . ' ^ ' ' " ' • Date ''v ; * . ; 



1 - 



What j WanHo Kr^^ ' / « JHow fmpiojt^rt^^^ ; ^ T Cdmm^rtts'; 



Speaking 

\. .. 
Prbnunciirtion 

Reading 

Writing 



Very v y [..Not . ^ 

portant 

■. ^ ■ 



LanQuage Goal$ ^ : v lmpo , * rO» . ; ' , ' - ^ t 



.^"^^ Increased Vdcabufary 

Job Related Vocabulary * - ■- ^ 



. Li^temog Skills. 



3 . 



* 



^ Jnfornfiation Goals 



Emergency Services^ ' r '/ " • ' • . ' " - 

. ^ (Health, Fire;, Police,.;-.,:^,; ^>-v ,v ; . ' :, - :■ \ : ''^^"V -/..^^ 



AccFdent^ Lejgal) 
Aow to Ose^ the Phone 



(nsupnceiAuto, v . • 
Healthy UfeY 

\ - " 

driver 's\.i«ilHse , 
Informatiop 



• .Ma^ on aform usedJn the W/Jfam Rainey Harper E$L/ABE Program^ Palatine, lilinois * 




<<■■ 



, SaiTipte Questionnaire 2.2,2 [A] -Coiitd. 



Whirt I WaAtTp'KniW: ^ * \, How Im^rtan^V Is It? 



Commentf 



':'V. ■ 



if. 

^fal Separity 



Vtry / '/i \ Mot 
'Important liiipbrtant ;lmportant 



J.- ;:^ (Disabyity, Medjca 
. ♦ V ' ^etiremWt Corredtiopsf ■ . 

1 Cpmcnunit^ Services tFood 
.^Stamps^^eu^n^^ ^' 



.Long Rangtt Goals, 



Eighih drade'biplprna 



* 6eD C^piificdte 



vS - ^Vocational Traihmg 
nturifties^^ 

Professional Training ; ' 

■'.'.'*.'.<?' * 
-*■-.■■. ' . " • • — ♦ . 

' ; Eniptoyiinent'4^oats • - 

/ • " ' * ' * . . *■ 

' i ■ ■ . . • ♦ ■ . ' • /* 

■ Job Forrns (Applicatibns, ; 

'\ . Time Cards^ teavfe 
" y Absence) ^ • . t 

• . -v. -■ _ ■ ■ • ■- 

Emplpyment Opportunities 

■ ■ . "■ - »••''.'■ ' ■ 
' \ linipns . ; '. \ : 

Tests for Job Upglfading 

Job Belated Math- 



PayrplJ Deductions 

•' . " . '' ' ■ * ■ ' 



■■ ''• ' ' ■ 




♦ * * /» 


. < ■/ ' ■■'■»■ 


■-, . \ 




■ ♦ r 




v>.,. 








■-. ■ ■ ■ ■ \ r\ ' 


/ . ... . , ■ ",V ■ 


:\ " -. f> ■- . * ,- , . . 
' ^ . /i - , . - -- ■ " , ! . ,'-)'- 








\ 


It 

• 




. , • . . . ; 


" ■ ^ 






—^5 — 








tier* 






• 




■ . ; • . ■ 

> — _ # , . . , 






c . -• • 

» . ■ ■ . 

ko ' .■ '■ 




* ■ 
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Sample Questionnaire 2.2.2 [A] -Contd. 



Whit I Want To Know 
» ' . — 



How important Is it? 



Commthts ^ - ■ 



Vtry Not 
.imix>rtant Importaftt iniportant 



Credit r 

^Managing Your Money 

Checking, Savings Account 

Refit Problems 

3ale$men ProbleniV 

AdyeYtlsing 

Use of Newspaper 

Other Goals 





How many, tiities a week would Vou like each class to be? 



larty hottrs wbulcl you like each class to be? 
ADDITIONlAL COMMENTS: 




an 4 0 Othfer. 
.an 40 BD Other. 



V 



IS 14 



GOALS 11^ ENGLISH LANGUAGE 






. >; ■ 




*> 

Date 






' ■ / ■ . ■ ' / • ^ 




f ^ 




Wh«trW»nttbKiKrw . . 


, How Important Is'ljt;? 


■■■•■•->■ r - - '^ - ■ • ' -..I 

^.aiigua^ Goals ' ' * > 


Vary Not 

impojdtmt Important Important. 




□ 


. . 1— ' ' - 

.. D" ■ 


□ 










Rffarlinrt ' ** / 




□ 


Writliiri • ^ ' .\ . 


□ • 






Vp- 

M 


- LJ . 




' V ■ " • , . ' ' ' * ■ %r 


■V- 






^ L.ISI6n|n9 OKIIIS « ^ a « , t * • a a < a • a a . a a ^ ■ * ■ a . a a . a . * a a a i> a a a ■ a a a * « a a . a « . a'. 

K ■ " * 


■ □ . 


• 


□ 


K « Information Goals * / 








"^'Z • HOWtO Use TelephOjrie a *a - . . * a a a , a . * a a . a - a a . * . a aVa aT* a 




□ 


□ 












^ □ . 


□ 


□ • 


uoiTiiTiunixy oep/ices \i..iDrary/ necreaiiorir • aniiiy miu/ a.a » a a a a a. a • » a « a 

•-■ . . , ' ■ ■ 




□ 




■ ^ : ■ ' . .■. . . > ' 


. ,□ ' 


□ • 






a 




□ 


, • ■■ , _ . ■' _ ■ . ■ , 








Famity Budgot &-Money Management . . : « a . . a a 4 a a . . i, . . . a . a a a . . .\ , ,\ : 

. . ■ ■ ■ ^ . ^ ■ 






□ 


Erriployrnent (Applications^ Opportunities) . i. . . • * . * a a a - a v * ; a a . 




□ 


d 



Dm/eloped by Elgin YV\/CA,220B. Chicsgp SlTeej, €l^m^ 60120 
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F^orm 2:2.7 [A] 

CUMULATIVE MONfHUY CLAIM 'FORM FOR ADULT EDUCATION CLASSES* 
^ . Section 10-22.20 of the Illinois SchodI Code . ' \ 



• ■ — — — ' — — 

' ■ . ^ , . ■ . • • « ^' * ' - ^ 


Approvtd 
^ Budget 


July . 

« < 


August 


September 


* ' \ 
Q(rtober 


Noytmbtr 


A* Instruction , ' ■ ■ 














1, Salaries 

2. Benefits 








































# / 










3, Administration 
Salaries . . 
. .2rSecfetaridt or clerical 
> 3. Benefits * 

4. Other : V ■ 


















































- f 


- 










; C. Guidance and Counseling 
. 1. Salaries . 
* 2*^ Benefits 

' 3. Other , J 
























— ^ — : — — ^ 


























D. Testing Materials , ' 




' - ■ ■ 




* ■ 






Er' Instructional Materials 














' F. Text Materials and Aids 




- ^ ■ 










G. Buildings and Facilities 
\ . ' 1* Custodial - 
y ji. Salaries * ^ . 
\ . b» Benefits ^ 

Y' / d. Custodial supplies ^ 

\ 2- Utilities 

1 3. Building 

1 3. Rental . • , 
b.^ Maintenance 
























TJ 

* 














V 




























































H: Npw Equipment 














A to H SUB-TOTAL 




* • 










X Staff Development 














~ — Kr Transportation ^ * 














^ L. ChildCare 

» ■ 














. Monthly Cost Corffputatibn 
Cumulative Cost Computation 

^Montfity^eherated Gomputatid^ 
GUmulativt Generated Computation 



















































.... ■■■.i... . ■ • * 



Fiscal Year 



bDfCtinliwr 


• 






^ April 




JuiHI 


Yearly 








1... - 




> 




♦ ■ 






r 
















• 




- 




















— X: 








*' 


' '■ \ ^, 




-. , 






y 






■- ■ ■ — 






. • A> — — 












■ *■ ■ ' 














r^^-Hl 


-^■^ ^- — 




































— 1- : 1 ' ''■ 






— .1. ■ — 








\ 
























i-^ 


















— ' ' r 






■ V. 


— >< . ' i ' , — ' ■■ 






• „ t„„ 
















- > 






* • 






: — - 






■ ,.\ : 










i ' \ ' 






f 




■ ■ \:- 




\ ■ . - .1 


4 • 










.'■ \ : \ 




\ j 














































i 










* 






1 


f.' \ 
















L 






















.1* 

"f"""-"""" 






— , — 
























•■ - • ■ . 






































^ 
































" -T . 






.4' 
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Forin 2;2.7 [B] 

CUMULATIVE MONTHLY CLAIM ^FORM FOR fEDERAL AOUL? EDUCATION ACT 



n . ■ , - .- . 
w — ■ . ' " • ■ — V " ■" ■ ' ■ \ 


> * * 




Augurt 


f — ^^""^ — -] 
September 


• October 


niovembtr 


*- ■ 

A. Instruction ^ 














\. Salaries , 
2. Benefits / ^ " 

TOTAL ^SECTtON A " 










1 

, ■ .. ' ■* 








1 ■ 




























i'.' ■ 


' 1 


.tf. Administration * 

1. Salaries J 

2. Cterical ^ . ^ 
3/ Benefits 

4. Other \. v 
/ TOTAL SECTION B ' 












- 










*. * • # 












































* ■ » ■ *~ . ' 










C,'*Guidance & Counseling 

1. Salaries , , 

2. Benefitr^/ 

3- Othfer ^ 

TOTAL .SECTION C 


























































" * ' ■ 


. >■•- -V- 


^p. Testing Materials 










r . 




Instructional Materials ^ . 














P/ Text Materials & Aids* . ; ' 


' . *. 








, A 




H. New Equipment . 














A tbH- SUB-TOTAL 






.1 






ir 


J. Staff Development . ; 














1. Indirect Cost Rate 

1. Monthly Indirect Cost ^ ^ . 
• 2.' Cumulativrfndirect Cost 








/ 










1 




















Monthly Cost Computation 
Cumulative Cost Computation 
MbntWy Generated Computation 
Cumulative Generated Computation 


















/ 


















■•V ■ • ■ . ^ 












1=:^ — ■ — 
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In addition to the attitudinal qualities given for teachers and p^raprofessibnals, the 
recruiter should:.. . . * 

— ^ havje intimate J<nbwledge o#4t^ ^ 
speak/theJangya^^^ . ^ 

[ liave knawleyg^^^^^ / / 

cbnni'rnMnit^j0latibnS * ' 

ADMINISTRATIVE; staff' . .^ 

.17 ■ ■•r^; •>...• ■ , ■ _ ■ ■ ■■« •■ ' ■ . • 

^Staffing for thi< administrative position is extremely crititat because individuals in a leader- 
^''ship position egn'help or hmder a program. Candidates for an administrative position 
should, in a^ition to^ already cited - a^^^ possess the following 

qualificatibril^ a|/ ; . 

■ ' ■ ' ' ** 

previous adult administrative experience . \ 

preyiou^ ESL teaching or administfative iBxpeHence 
'fl^Jijbiltt^ 

^ backgro|ind experience and knowledge of fuikling agencies and requirements 
background experience and knowled * 
backgroiind experience and knowledge in materials development and selection^ 
Aexperid'njpe and traijimg in staff development ' 

LDEVELOPING A BUDGET^ _ ' 

Every prgposaj submitted^for fianding approval ^s required, to develop a budget based on 
the Guidelines developed by the Adult and Continuing Education Section of the Illinois 
Office of Education. Tha categories* suggested in these guidelines, form the basis for 
budget .developmenlrESL administrators should be aware that publicity, recruitment; etc, 
are not fjUnded per se, but rely dn generated student Jlours'-^bbth i 
and community colleges. ^ ^ 

The program Administrator should bear in mind that the administrative unit through 
which the ESL/ABE program is funded; whether it is a local high school district, a 
community college or a cooperative district, wfH process all disbursements and 
expendituresL through its business office. It is helpful to develop Vourworkirig budget to 
coincide wi^h or at least reflectthat fbllovved by the administrative business unit 

A second area of ^^onfeern in Setting up the budget Shduid be the maintenance of an 
up-to-date, accurate record of disbursements.^Such a record should include: " 

1> Tie-in and coordination to major administrative districts . • 
' disbursement categories ■ ■ , 

2. ysedf^one page for each budget line item • ' " 

• \ Each entry should include date; purchase orders number; check or cash 
): voucher number; date; dollar amount; item name, and description; 
vV pomose; vendor plus total remining in budget'item ' . /: 



• Keep a running total of amount expended, deducted fronri total amount 
'allocated, thus maintaining a running record of current balance 

I n addition to maintainirtg a separate record of disbursements -per budget line item, it is , 
suggested that administrators maintain a cumulative running account of total disburse- ' 
menjs made for all approved budget line items* A mopthly cost would be computed and 
carried each month to reflect the total program cost to date. The same records would be 
maintained for monthly generated* income and for cumulative generated income. This 
system provides a complete/ simple record of total program expenditures and generated 
income to date. The two following sample forms provide a suggested, format for 
maintaining these tvvelve-month cumulative records (Form 2*2 J [AK. Cumulative ' 
Monthly Claim Form for Adult Education Classes-^Section 10-22.20 of the illinois 
School Code; Form 2,2.?«(B]; Cumulative Monthly CIgim Form for Federal Adult' 
Education Act)/ ^ ' 



2,a. ; / PROGRAMJMPLEMENTATION 

■ * . < 



eli INFORMING WE COMMUNITY 



. Develop an overall strategy to mform the community^ the ESL prograr 

Involve all staff members 

2. Consider use of a special recruiter who should be a representative 
of the target community 

3, Develop a list of community grout3srepresenting:| ^ . y 

a) (SJews media ' • 

* b) Local government agencies 

- c) Business and 'industry v , , 

d) Schools, colleges, Hniyersities ^ ^ 

' Ethnic, fraternal and religious groups -^^ ' 

Z3.1;1 PREPARE PROGRAM INFORMATION - 

t Yoif may wish to reproduce: , ' 

t; Leaflets ' * » , 

Z Brochures - ' ' . 

^ 3- Letjerls ^ ^ . ^ 

. „ 4. Porters * t 

. 5. News^per articles' • \ : ^ 

6. Media announcements 

7* Speeches ^ 
^ \ " / ' ■ ,- ' 

While recruitment, publicity, materials selection, Maintenance of student records, testing^ 
etc. are essentia) to the success oi a program, it goes without saying that none of these is^ 
funded per se, but rely on generated student hours-both in the public schools and 
community colleges. * ' 

■ ' ' / , ■ - . ■ . • ■ 
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^DEVEtOP AND REFINE TECHNIQUES TO PROMOTE THE PROGRAM 



- 1,* Conduct telephone campaigas o 

2, Conduct door-to-dopr campaigns ' . ^ 

, 3/ Deliver .individual speeches ^ ^ 
4A Contact parents: of children Th Bilingual Program ''""^ f, 

, 5. Distribute leaflets at Jocal supermarkets, movie theatres, shopping centers 

6. Distribute through local agencies such as community oppdrtUnitV:^j:enters, 
local clubs, churchQs^ civic centers 

7, Publish in local news media 
8- Utilize non-English 'speaking news medi*a 

* 9, Mail to former students r .. . 

10/ Utilize any existing vehicles which serve the community you want to reach 
. I t. Institute an "each one/bring one" policy 
. 12. Hold a cultural open house 

13. Participate in'prograijs, and activities hosted by loajl conimunifV agencies 

While certain techniques, such as item tWo, work best in certain areas,' ^n tl^ls case highly 
Orban areas, mapy of the listed tephniquesxao be used by any one program; There Ire . 
responsibilities a recruiter can perform if recruiting sfervices have been inducted in the 
budget. - ^ / - ^ 

SCHEDULING DESIGNS . ' . 

To serve the total community a director needs to plan for maximum program flexibility.' 
In every community, large or small, there are workers and homemakers whb are unable to 
attend evening classes due to vyork schedules. Try to schedule^morning, early'^afternoon, 
late afternoon and weekend classes as well , as evening c tassel to make jopportunities 
available to all adults. At pretent if yC||j can^nly have evening classes, consider adding 
one or two da9'time classes. Gradually you c* build^ balanced program pf daytime and 
evening classes or learning laboratory liours. , 

Som^ points to coVisider when sdhdduling: 

1, Students should not receive fewer than three hours of in-class instruction per 
week. . . ' . % 

2. A morg. fleslrable schedule Is-six hours of ln-class"instructiohrper week. 

\ 3. It is not desirable to schedule a class which meets only once a week. IJo 
maximize instructlpnar^efficiency and carry over, a class should meet at least 
. ♦ twice*a weekv^ ' v ' ^ • 

* 4. Choose a location which permits all stu^lents to interact at least once during the' 
evening. 




5* Establish 4:lasses f^not less than ten $nd* not more thafi fifteen per class. 
Priority for reduceaxlassriqpds should go tp.the Basic Groups^ /nabUity tci meet 
this goaf will ultim^ely result in an excessively high drop-out rate^ 



6. Encourage staff and students to determine an appropriate class break. With 
three hoCirs per evening, breaks mighl occur at the end of the first and second 
hours for a total of twenty minutes, A 2Mt-hour class might reSess at the end of 
the first ninety minutes for fifteen minutes. \ 



I0 Schedule a sequential progression of initructic(nal levels which meet simul- 



taneously, allowing students to move freely from group to grgup as ability 
, . . dictates. , ^ / ' • 

s, 8. If daytime space allocations are difficult to obtai<4'?^n schools or colleges, 
consider facilities available in churches, community ^tenters*; ^store-fronts, local 
. ''YV', etc, . . 

. 9. Baby sitting/child care;^ facilities should be included 'whenever possible.'jhis. 
critical supportive service can be included'in Ihe program if yqu have included 
this expenditure in the totel. budget allocated for ''Indirect Costs." Addi- 
' tionally, Iqcal funding sources, to underwrite this service should be actively 
..sought. " ' 

10.. Once a balanced fuU time language program h^s been established, consider 
adding special interest ' clasises to the program in such areas as reading,^, 
mathematics, consumer edtication, citizenship, driver education, vocational 
^English, business English* \' , ■ , v 

MATERIALS EVAUUATraN AND SElfe^^ , . 

SELECTING MATERIALS - 1 

The importance of ESL/ABE instructional materials to a sound program cannot be 
overemphasized. The selection of materials based on sound tanguage Acquisition principles 
will save teacher time and will aid him in utilizing his time well. Great care must be^ 
texercised ip selecting materials. Some of the best or most common materials are intended 
for the fast-learning college student. The vocabulary Js usually technical and highly' 
specialized while the pace is geherally faster than many a<:lult ESL students can handle in 
their situations. Although students and teachers may g* through the material, little will 
be learned afid used by the student. Qn the other hanl^ ,we need to be cautious of those 
^materials ostensibly for adults which are actually uri^^tisf^ory adaptations of materials 
for children which reflect children's interests. 

.. ^ V ■ ■ - ' • ' ■ • ■ ^ ■ ' ■ 

Generally, most second language ^materials are sequenced although each text has its 
individual variations. It is usually necessary to select material from the textwhich fits the 
majority of * the students' needs and program goals and then adapt* it, eliminate what is 
inappropriate and expand what is useful. ^ 

Publishers, quick tojcecognize the need for appropriate ESL/ABE material, ?re producing 
fiew books very rapidly. You and your'staff have the responsibility and the authority to 
decide what materials will be used* An exMViination of the total range of materials^ 
available is the most satisfactory way to make thi^ decision. This is, however, completely 
unfeasible. The ESL/ABE consultant staff is available to assist you in examining a 
reasonable range .of materials. Some of the i^ajor factors to consider when selecting 



ri^aterials are presented Tn the sample Materials Evaluation Form included in this sectten 
(Figure Z3.Z1K ^ ^ t * • - ' 

2.3,2.2 Some steps which you might follow in 'evaluating arid $e)ect{ng instructional materials^ 



include: 



^ 4 



• » reviewing p/ogram goals ^^^^' W , - ^ 

• providing a vehicle for evaluatprs .to record their vievvs > 

^ > . • involving persons whose needs ancj abilities are similarto tho^ who wilt use |he 

, material in the evaluation process ^ ' ' . . 

• 'involving the ei^ire staff in some, waVjri the'l^^^ - 

\ * • schedulirig time for the staff to conduVsVcKevaluatrons . / . / - \, 

■ ■• \- ■■ /' * *. : ■ ■ V- ' 

•2.^,3 MAINTAINING STL|DENT records' ^ ' ' 

' • •■■ • ^ • , ■ \ .. ^ •, ' ; \ ■ ■ ... 

2{3.3J The following cheqKli$t provide^ a detailed desqriptian of the range of information whjgb , 
migh-t be inclMded in the adujt ^tudent'^t cumulative recbrd file and sorne'oftfre possible 



uses to whichjthis information could be^ut: 
1 . Sources* to Determine Student Needs: 



Interviews 
A Registration data* 
Test data 

Advist>ty cpmmittees 
TranTScripts . ' 



Veterans' records 
VVbrk/experiehce record^ 
'Staff recpnimejjclatjons 
Teacher reports - , v 
Other ^ 



?2. Referral Services Offered ^ 

• ^ Educational counseling'' 

• Vocational counselidg 

V • - Person^l-sociaf counsel ing^ 
: • Avocatiorial counseling^* 



Test interpretation ? 
Group,C|uidance , 
. Other ' 
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3. Person Performing Service: 

Administrator^ r 
Counselor 
• Paraprofessional V 

■J 



Teacher \ \ 

Community agency representative 

Other ■ \ y 

,/■ . ■ - . , ■ • »' 



4. Services (ntended to J[mplqm^ntFollbwing G6al{s)t " ' ^ . ' 



• *EJjen]|fntary diploma 
• ' "High school dipldma 

* • Upgrading in basic skills 

• • Pluericy In jEnglisH . ' . 

' " - ■ ' ^ . - 
5. Tests AdrhinisteVed for: 

^ • literate , 

• ' ■ 25 24 

? -T. 



1 



- Enriproyabiyty' 
Avocatiohal activities i 
^Pl^cemerit 



' ;:Other 



* .tston-l Iterate 



•6. Types ofiJests Administered: . ' ' , 

>i Intelfigeoce , . C * AcKieveipeht ^ ^ 

' . • • " Interest — ' ' Placement ^ \ 

# Aptitude • , ? ^ ♦ **>t|tudinal , ^» * : 
i * ] ''CulturaT - ; • Other ' * ' " / 

iStucfents' Reeprds are: V ^;^ ; ^ y ; 

^ , ■ «■ V ' ■ ' ..... 

> Made a part Of- ctimulatlire files f *v iyiade thebasis?forqdui}selmgf 
^^-ff-'' Made availalile'tpte^eliers^ : • , jntervrews • i « \, * 

• to report tb students* , • meetings 

♦ * ; • ^ Used in as§^ssirig student ^ • t. :Us6d in program planning \r^. 
* \ progress * / • • 'Used in cur(iculum^pl^ 

' • Usedin annUaUeports " . . Other ' " 7- * 

8. ^ Pubhc^lnfor'med Regarding Following Pha^^ Services: ^ 

: . ^ • ^ Detei'rfi ine ajiditional study • • ' Detefmine on-the-job jslidcess' - 
'/ . • • /V Deteimine regSons^ for drop-outs ^ • Oth^r ' / ^ ' 

'BEGIStRATlQl^ ANlS EI^ * v - • ; ^^^^^^^ 

Prior^ to program^ Start-up datp afticulate your enroljmeptprocedure andf develop those 
fo|:ms nepessary to cori>ply^ with required Tederal/ state and loc;3f?requirerfients. A 
sug^g^sted enrol Imen^^ , ^ ' V ^ ^ -V 

Greet ^clytude^nt - - . - / , . ; 

2. Conduct'oral intei^iew^ . . , . > ^ . / 

3. Assist student^to fjl[ out necessary forms \> * ' ^ * * v;^ 
, 4; ' Col lecf and t:heck*each form, for correct -v . / ^ 

/ . 5/^ Determine class level for e^hstudefit , " o * - ^ . 

6. Assighitudenf to a leVbU ^^-^^ ' Ij 1? ^ , / • 

7. Provide Studtertf With a* written record of room number/class meeting"time(s) 

♦ r. and dateM^^ ' - ^ * V " 
. ! ; 8.' Provide a brief facilities oriidtatiori * T . 

. 9^. Escort student tp class;, introduce student to teacher • ; • 
' 10. Provide teacher w^h a copy pf stu3^eht'^^ 

Establisli indiyiduah foldei^ far each student £ach^- folder shoyld provide a 

♦ cumuMtive record of^U services, tests, etc^ 

The ^entire enrollment procedure may vvell take more th^n one day to complete, Steps 1, 
4 and might be cdippleted during tlie first meeting;^ with steps 2, 5, 6, /7 and 9" 
/completed during the next meeting and finally at jthe third meeting you coulcf complete 
steps 10 and 11, v , , ^ , % * ; 

\- •■ ' .' - • - • ■ • 

If your prograhn has sufficient staff to complete all' of ^ the bteps expeditiously during the 
initial peripd by all me^ns do so. If not it is bettpr t'Q distribdte the* procedures so that* 
students kre nojt required to wait long hpurs before actuafly j^eginning the^r program. 



Taken togethler thl^'qomplete enrollment be so formicJable 
. that the total eflect could be negative, thus teading to the possibilitY df dropping 

Three procedures which should be avoided in thb enroltnaent process are; ^ 



- . • , publication in one language only (try to provide translations of b*a^^^ program 
information into as m^y other languages a^ possible) ■ - . \ * 

■ ''""[ '"^■-L ' ^ . '. an^^llment period which is^too compressei^^^^^^^^ 1 v ^ 

2.3.3.3 ATTEWDAt^^REGORDS \^ \ ' • / x : > ^ 

Since the reimbursement tcr programs is based on attendance/ maintaining accurate, 
complete records in this area is of critical importiahce. You should establish a sy$tem for 
^ ^ recording and summarizing that dat^ necessary for preparing required state and feder'pl 
•; : reports..' . • . . . . v'"."- 

:•■ ■' ' J. ' ' ' * ■ . ■■• " "■■ : 

. - A record of the following information may 6e helpfuh 



4i 



Name— alphabetically listed; surname^ first name, middle initial 

'Sex \- I y ^ : - ■■ ■ ■ : \ , 

Selected Categories: - 
W ; = white V ] 

■ ..^'B ■, ■• . =i'.)Biack ,, ' ■ ' ■ \ \ '■■:/<' 

^1 ~ ArTrr^rican Indian 

0 ^ Oriental 

\ . ONW. =^ Other Non-VVhite -\ : 

■ "\j;jG Cuban- . "■ --^ _■ . " ' 

MA ^ - Mexican American . ; 

SA - Spanish American (specify) 

COR - Correctional Institution; 
- H ^ Hospitar ^ ^' r • \ \ 

MIG = Migrant Worker ^ , 
♦ WELv =^ Welfare Recipient - ' •.. ' , . 

Date of •Birth: month, day> year ^ • ^> • 

Age ; . ■ " "v' ' ■ v V , ^ . ' ■ 

Date of entry into program x - \ 

Social Security Number 

Telephone ^iumber ; - ♦ ♦ 

.Address- ^ ; ■ ■. ' - - ■■ . : ■ # 

Occupation^r * -^V 7^ ^ 
Enrollment Status: V ; / • 

N f New student/date - v 

R * Reefitering studfent date , « . 

W'= Withdrawn, date , / - . ^ ' • 

Cv=-Comp]etton,,date ' \ ' , /v ' ^ 

j^'^ T =^ Transferred, 49te, transferred lo " \ , i t : 

^Recording Daily Attendance: V \ r 

# Record of attendance must ^ maintained from the time a student enters 
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\ ^ class until the date he officially is* withdrawn from class or to the close of 
, * y the pn?gram, > ^ , 

# . If a student does not attend class for five consecutive days and the 'reason 

' ' is unkttbwn^ the student should be removed from the active enrollment^ 
list t)y drawing a line through the-name and all spaces remaining in the 
^ daily attendance tjiookt 
. • Transfersfe^ WKeri a student leaves one class in the program, and transfers^ 
to anotheHlass in the same program, a "T", the date of transfer and the 
. class tp which he has transferred should be placed next to his name in the 
'% V ^ attendance-book, y \ 

• . Wi,thdrawafs: After five consecutive days of abs'&nce an adult niay be 

withdrawrK a?r of the date pf last attendance-note date, reason for 
withdrawal next to his name, dravving a line from the final date of 
' " attendance to the ehd of the available spaces. " ' 

Recording ^ 

• Monthly Summary of Attendance; Each month you should total 
/'Possible Class Hours'^ for each student. Note that mpny will have 

. different totals^ depending on their date of entry into the prograrh. Then 
total ?Actual Attenda|ice/' These should be recorded in the attendance 
■: ■■■ record, ' '. . 

* Yearly Summary pf Attendance: Total "Possible Class Hours"; total 
. ^ ' "Actual Attendance." Xhe.se shoqid be determined and entered for each 

; ^ student ^ / . , 

^ETENTioivi^' , .^V \ ' . ' ■ ■■ ■ * ' - v • 

Studenfs may reniajn in attendance « ^ . / 

1/ They feel welcomed and accepted- * - 

\ 2. Their integrity as adult human beings is zealously respected. V 



YOUR CHAIR WAS EMPTY. 



Hope you will be able to return tP \ 



' Teacher 



Phone Number 




Mott AMt High School 



3. ' . They feel secure, 

4. They experience some success at each class/ , 

5. They are able to use on the outside what they practice on the inside and todo 
this from the first class meeting on. 

6^ They iare givecl a participatory roleMn planning and evaluating the program. 

7. Some polit^nquiry to those students who have misled three consecutive class 
meetings is made. The illustrated preprinted form v\/as developed by the IVJott 
Adult High School/ 1231 E. Kearsjey Street, Flint, Michigan 48503/ and was 
brought to the attention of the staff through the courtesy of M, Eldon Schultz, 
Senior Program ^Officer, Department of Health, Education and Welfare, 
Region V, Cibicago. A form such as this is not likely to eilienate the stu'dent/but , 
does indicate interest and concern. It also allows the student to initiate contact 
with the teacher. 



2.3.5 FOLLOW-UP : ^ \ 

A foUow-up of individuals who tiave completed the program and-those who have droppect 
from the program is an important part ofvtfie administrative service. Because it is time 
consuming and difficult to implementj follow-up is often the weak point in the program. , . 
Vet it is a valuable^id in curriculum development and program evaluation. Equally \ 
important, follow-up data can |3rpvide Information substantiating the continued existence 
' of a program. 

Some procedures which may be useful in follow-up are 

" ' ^ ■■ ' . ^ ■ ■ ' '-'t..:-^- ■ ■ . 

1. After three consecutive absences, Jeacher telephones student. ^ r > 

' 2. If studerit does fnot retufh, his name i^ given to pide, w^ 

telephone call. 

.3. If student still does not return, director sends a letter indicating number of 
■* • classes. missed. > 

4. If there is^no response, the student j& asked} to comp^^^ 
' he checks off his reasons for dropping out;. '"''- v 

. . • ■ ■ . ■ . ' : 

♦ ■»".■.■...■'■".,■.., 

, A check-Mst often yields more precise information than would bfe possible if ' 
students were simply *^ left to their 'own devices in supplying a reason for 
withdrawals. Example^ of such follow-up forms; follow this section (Figures 
2^.6 [Al v;2.3.|5 [B] , Part E, Figure 2^3.6 [B] ). : . 

2.3.6 STUDENT TESTING AN D PLACEMENT r . 

• ; . . ' ■ ■ • ■ '■ ■ ' , ■ " . . , . ■ ■ . ^ 

' \ . V : It is hot recommended that the required reading test be administered during the initial^ : 
registratidh period. The/entire under^aKing may prove so threa^^ 
he^ will withdraw. Rather a noni-threatening oral interview may well provide enough; 
information on the level of competency to permit a reasonable placement within the' 
program. Sbme st^ps which may be followed fo0es^^ , 

• Schedfllirig an oral intervievv for aH students for programfplacement 
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*• Completing a shor^ritten statement for each studenrt attesting to the results 
r the oral interview which Js s^^ by the teacher (see Figure 2,3.6 [AD. Thls 
. \ - statement makes provisions for thosg students who ans unable to read 
' ENGLISH and provides classifications for Reading Levels 1/ I I, and 1 1 L This, 
^ statement* can then be submitted to the* Office of Educafion, Acjult and 

" - Continuing Education Section. ; * .1 

■ ■ .■ ^ , ■ ■ ■■■ '■■ .'^ ■"■ 

• Later in ^he program you may.'administer a reading testto those students able 
to take such attest in English, I n order to assist in selecting a test, you- may wish 
to*consulttheUnnot9ted List of Adult ESL Exams/Section 3.6. 

fKs an exampl$ of the oral 'interview used as a placement instrument, we have included 
two specimens; Figures 2,3,6 [B]* and Z3.6 [C] . Figure 2.3.6iC] was developed by the 
Eljgin YWCA Adult ESL program and is suggestive of the way in which a programVcan 
adaptsucb an interviel^ to its own use. * - : 



UTILIZING 



OIVIMUNJTY 



Programs should reflect the communities, they serve and should meet the needs of the 
community. Steps can be t^ken toward the :9chievernent of these goals by ^a^ the' 
"^conifidence and support of the coiiamlunity served. To gain this^support, you should 
develop a close and meaningful relationship with your community. 

The success of the ESL program will depiend upon an effective cooperative effort bei&A/een 
it and the community-at-large. A thoughtfully planned community involvemeht program 
will help develop unity and purpose befiA^een your program and the^gene^al public. 

Corfimunity resourft^s sfhould be as fuLh^ utilized as possible with guest Speakers, field 
trips; visits and active- interchanges. Tlj^following listing of Community Resources may 
prove helpful. While not exhaustive^ jt Js hoped it may suggest the wide range of 
community assistance available for investigation. \ . 

. '. . ,- ■ - 

Community Resources: ' . v '' 



Public Library 
; School Libraries 
Labor Unions ' • 
Social Security Offices \ 
Departmerrt of Public Welfare \ 

- Public Health Agehciel 

Local Office, National Safety Council 
Better Business Bureau 

- Colleges and Universities 
Mental Health Agencies 

■ Medical Clinics 
Dental Clinics * 
Employment Agencies ' ♦ 
Local Business and Industry 



Family Geunseling Agencies 
I Child Welfare Agencies 
. Police Department 

Fire Department ► 

Local Public Utllity.Companies 

Driver Education Programs >; 

dhild Psychologists 

Museums . . 

Recreation, Centers 

Religious OrganizationSu 

Ethnic Organizations 
^Fratei'nal Organizations » 

Professional Organizations \ 

Legal Aid Societies , 



Additionally, the 'following sunimary is indicative pf the range of assistance you rrfay 
expQct frpm your cofTimunity.. . 

Government Affiliated Agencies: ^ 

Public Health Depdrtment--firoy\des varying amount of free or low-cost health care, 
chest X-rays, and speakers on health and sanitation. 

Employment Agencies-Q^u refer students/provide speakers. They are usually willing 
to speak tq adult classes about local job opportunities arid 'educational requirements 
for employment. These talks will be based on the agency's periodic surveys of the 
locgl labor market as well as their personal knowledge of what local employers are 
Idoking for. ^ - ^ 

''•J ■ ■ ... * 

Office of Vocational Training--prp\/\de<i vocational training and other services to 
students; speakers for classes. The scope of services offered by this state agency is so 
I extensive that a vocational counselor should speak to the class to explain the 
I program .and schedule interviews with individual students/ • . - 

Civil Defense Program-pro\/\desi instruction and reading niaterials* The state or local 
civil defense coordinator {or any qualified civil defense instructor) can speak to the 
Class on such topic? as medical self-help, survival in natural disasters, and survival in 
case of atomic attack, The program is also a valuable source of free reading 

• materials, ' - 

Cooperative Extension -provides lecturesT demonstrations, and instructional 

materials. Home Economics Extension personnet will demonstrate and teach many 
aspects of home management, such as sewing or preparation of attractive, nutritious, 
^nd economical meals. This can be done as a part of the ABE class or as a separate 
rpto^rn for those who are interested, The Service also has a large collection of 
|reaHirTg.ina^ ' - 

Children and Family Services-pro\/\de cout\se\mq.^ department of children and 
family services, as well as other agencies specializing in this area, will visit the homes 
of students or offer counseling m the efgency's offices. Services vary from one 
comrriunity to the other, but they should be known to ABE students via a speaker 
from the ageilcy or a class .visit to it. In some communities, the agency will assist 
with transportation. ^ 

- ' * . * . . ' . * 

Public Library-proyldes speakers, free films, tapes, bibliographies, magazines, 

• traveling exhibits. While services vary from one community to another, the special 
services department of the library will be happy to explore the many areas in \^htch 
the library can^offer service. , ' . 

- • . ■ . - \ , ■ ^ ■;. 

Schools; and Colleges— provide speakers from among the professional, business; 
health and supportive service staff. Local schools and colleges may provide special 
services for health referrals. ^ / 

Mental Health Wf/Y^/tes-provide brochures, speakers, special information for 
referralsJn counseling* 
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4 Consturner Protection Off/ce-provide? information on products, services and other 
, subjects of consumer concern. May also provide speakers and lecturers to develop 
special programs. ^ ^ ^ 

• ■ . ■ ' ' > ■ ' . . ' 

■ La}jy Enforcement Agencies-proylde speakers, varPgus brochures ^nd printed 
irilbrmation. . ' • . . , . ^ 

Volunteer Agencies and Civic Gr6ups; ^ 

' Cocai Religious Groups-^can pxo\i\6^ teacher aides, operate nurseries, donate 
classrooms, or provide other forms of assistance. i.ocaj churches and synagogues— 
particularly their women's auxiliaries, are often looking for worthwhile comnfiunity 
^ \projects and ivill usually be anxious to help the ESL/ABE program if they are made 

Vaware of its needs. They can, for example, provide volunteers to work as teacher 
aides^ or might operate a nursery -for the class-members' children. Many religipus 
groups can donate classroom space which may be more appealing and more centrally 
located than a classroom in the local school. 

Red Cross ancLSalv^ation Army-qan extend emergeripy help to students. Students 
who need foOT, clothing, shelter or^^other essentials because of a naturaKdisaster or 
some fornt of personal disaster can obtain^ help from these agenoies while* 
goverjiment agencies or Insurance companies are investigating their clairas. The local 
Red Cross can afso provide instruction in medical self-help,. first-gid, bjiby care for;, / 
expectant parents, and other related subjects. ^ 

Civic Groups and Clubs-many are anxiouL to begin community improvement 
projects and vyill j^elcome the chance to assist ABE programs. One' outstartding 
example is the Lions Club, which has provi^ eye care and glasses to thousands of 
* indigent people. / i ' i ' . ' 

Special Interest Ethnic Groups-may beXal6able sources of volunteers, aides or • 
special corprtiunity advice, services^nd re^^ \ V 



League of j/Vomen \/ote/:s-provides"iftform^tion about voter registration, candidates 
and issues in elecKtions, community agencies,, and other information about 
citize^nship. While each local League has its ovvn prpjectis, citizenship education of 
the deprived is a continuing interest of all League League might 

undertajce a special project to help ABE studer)tsl^ speakers and 

literature (such as political directorie$) about all aspeAof the communi^'s polftical 
life to help students understand how they cap becorT|w|rticipating, voting citizens* 

Planned-Parelithood Assqciation-c:^n provide literatu)|fl|hd speakers. Local planned 
parenthood groups can provide professional speakers oPbirth dohtrol to address the 
class, or will provide personal instruction and counseling to those students who are 
interested in more information oh birth control methods* , 

1^ . . ' 

Other Groups-^there are many such as Settlement Houses and the Migrant Council 
who have years of experience woVkipg with disadvantaged people ""and can give 
assistance to the ABE teacher or class. 
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Business and Professional Groups: 



Medical and Dental Societies-can set up clinics and provide speakers, some medical 
and dental societies can be .persuaded to set up a clinic at the school to examine 
ABE students. Individual doctors, or dentists may speak to the class about hearth, 
hygiene, ^nd related subjects, 

/yosp/Ya/s ant/ C//mcs-may provide ser^^^ > 

Legal Aid Societies--pro\f\dB legal services. andjnformation. Sponsored by local 'bar 
associations Qr law schools, legal aid societies can provide.free legal services and 
;a^vice for those who are unable to pay for it. A spokesman.for the local society can 
explairTthat group's services to the ABE class, as well as provide general informatipr? 
about legal rights of citizens, . 

Labor Unions— m\\ recruit students and help in a variety of ways. Local labor; 
organizations have long been interested in adult basic educati<wi* Their education 
officers often serve on lay advisory committees to ABE programs, and may \ 
contribute time, money, or facilities to help the program in some appropriate way. 

* • • . - 

Private Business and Industry— provide free -literature or other materials, and 
encourage tours. They may be able to provide a variety of reading materials and 
other equipment or supplies for the program. They may ajso help the teacher pten 
class visits to their plants or offices. ManV will provide speakers. 

Employment Agencies-P^bWc, Private and Institutional pfacement Offices-can 
prbvide speakers, brochures, employment forms, etc. 

OEO/Type Programs: ' / 

Local Community Opportunity Centers-provide tailor'^made local services such as 
recruiting, providing teacher aides, conducting nu»series^ or administering projects 
and direct grants. They are staffed by local people and are responsible to local 
conditions. There is virtually no limit to the variety of sen/ices which can be worked 
out with the local agency. 

Project Head Start— the head start program provides pre-school education to 
deprived children from ages 3 to 6 so that they will be able to profit more from first 
grade and elementary public school education. Programs for parents are often 
conducted in the Same location (or parents may be referred to ABE classes), so that 
they will be in a better position to help their children keep the head start they have 
acquired. . . . 

The Job Corps— provides job training to young men and women. Aside from trying 
*to make disadvantaged young people employable, the Job Corps encourages them to 

return to school, obtain a job, or to joiia the . armed forces after training is 

completed. Teachers may want to refer some of their younger students to the Job 
* Corps, and shoufd keep older students informed of the opportunities it offers their 

children. 
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ADVISORY GOMMime 



One of the most 'effective methods of involving the. community is through the 
establishment of a community advisory council. Ijt is self-evident that an advisory council 
should be truly representative of the entire community and of the sub-comrtiunities 
therein. If the council is to be truly rep/eseritative it should include an administrator/ 
former students, presently enrolled students, representative^ from business and labor, 
Tepresentati\ies of public and community agencies, professional associations, minority 
groups and any other community -groups which can be identified. 

To function effectively an Advisory Council should hiave: 

• explicitly rtatgd goals and characteristics of the program . \ 

• clearly defined internal and external operations 

The degree of involvement and responsibility of the council will of course vary greatly " 
from program to program. Generally, however, y/ou may wish to have an advisory courjcil 
assist you in such arpas as; ' • 



conducting a needs assessment , v - 

designing a-^systematic approach to establishing program goals, objectives, 

Outcomes, evaluations ^ 

interpreting the Adult ESL program to the greater corhmunity as part of an 

effort to secure and maintain publip suppiDrt" 

refining and supporting r^crCiitmerft progVams 

refining total prograrh^ offerings - ^ * 

sources bf voluntary resource persons for program enrichmenf , , 



The Advisory Council, formed^as it is of: commun.ity leaders, considers a cross-section Of 
needs when making its recommendations) It te^ds to keep the administrator sensitive to 
the broader community, and to keep tfie broader Community si^sitive to the needs of the 
ESL adult program. 1* 
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/ Figure 2.3,2.1 
ESL MATERIALS EVALUATlO^i-TOftM 



^Evaluator, 
Program . 

Title 

Date 



Objective: This form is^ desfgned for use by the staff df adult basic 'arid continuing education centers In their 
valuation of ESL/ABE materials^ ltst>urpose h multi-faceted in that it is btoth an analytical device and aiso an 
Instructional instrument directing and broadening thought on how a particular teaching design can be integrated 
with other existing materials. These fornis will be of special yilue t6 those. gSL instructors who come to preview 
materials at the BESa 



Title.. 
Ab^hor 



4- 



Publisher . '. / , 

Category (cheqkyfhere appropriap^h 



D series 

□ basic text 

□ workbook 

□ teacher'^ manual 

□ grammar 

□ composition. . 
^^□j^eader » , 

Q ^^nversation 



P pronunciation 
P tapebook 
P vocabulary 

□ spislling 

□ student reference 
J^film 

□ 'tape 

□ filmstrip : 



Hardwar/ necessary for Implemgptatign of this material-: , 



□ chart 

□ poster 

□ flashcards 

P language master cards 

□ microfiche 

□ kit 

P record 

□ other Yj^e(?//V/ 



Method of instruction: 



^ ~ □ programmed: P linear D branchingrr 

□ self-directed 

□ teacher<lirected activity only 
P oth^t (specify) • 



Designed for what level: 



□ beginning 
P intermediate 
p advanced 
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Figure 2.3.2.1 -ppnt<J. ' ' ' . 

EACW ITEM SHOULD BE MARKED or 0 + - YES - NO • 0 - NOT APPLICABLE 

-^'^ ; ' • .• ■ . ■•- ■ ■ ■ 

GENERAL FORMAT AND APPROACH • 

^ > .. . • ■ • ■ ■ 

□ adult oriented * ^ 

□ legible ^ ^ * • ' - 
Q challenging ' ^ , * ' , ^ ^ ^ / " ^ 

□ interesting . , . ' * * . - 

□ flexible (c?n be reorganized witHin |t$elf end/or w * , 

□ innovative in its appfoaclTy> % - ^ *• 

0 clear, cdnciise, and Adequate dijections^ * * 

< * \ : ■ ■ . V - .*■•,'■ ■ • * 

□ special Instriictioni given to the teacher \ 



models arc provided \ ' 

□ to be M^d with one specific language group-specify'-^^^^^^^^^^^^^- ™ 

□ presents aspects'of U S. culture » ^ 

'■■■'->.'• ■ ■ ^ . 

□ providts for acquisition of language skills: Mstening, speaking, reading^ writing 

fi . ' , , ■ ^- • , 

' . . ' ■ ' ^ "■ . ' * . " ' 

□ activities integrate the four basic skills , 

□ develpjjment of skills is*sequential • 

□ development of skills is gradual - . , 

□ development of skills is logical *v / , 

□ development of skills Is reinforced ' * ' ' ^ _ 

. □striaily supplementary ' 
cat)' standalone ; ;^ 

□ is Integrated with other material * ' * 

" . ft ' . . ■ ■ . . , * . 

• p a theory of second language'instructlon is evident *^ * . . 

□ provides for out-of-ctass^practice . - * 

□ provides for testing of skills \ ' ' , 

□ my students really need this material (identify students) ^ — - — ' - 

Comments: — — ^ — — — . . m„„,'::, „ / — — . .'- — — 
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Fi{iure Z3.2.1 -Contd, 



' PRONUNCtATION ' 

■ j » ' » ■ , ■ ^ ■ ■ . _ ; .■ ■ 

□ schtmatic d\MQnm$ and pronundation keys are clear and easiy to follow * 

O key"approaches--aural, visual, oral, and Klnesih^ . \/ ; 

□ provision is made for listening practice \ . . 

□ a sequence is followed in teaching soiihds , . . XV , . >/ ' 
a adequate number, type, and variety'of dri|ls provided ' j* • / > ■ ^ 
'Commenu -J..- ^..^-i:.. . ■ \ ■ ".. ■ ' " [ [ 



. . - r , • GRAMMAR/DRILLS • 

grammar is presented thrdugb diagrams, dialoguei^ pr reading passages 
repetition is providejd through m^ef sentences 

□ a variely of practice activities for grammar items is provided 

□ drills al-e appropriate for each practice situation ^ 

□'drill items are logically grouped for student perception and performance 

□ drill utterances represent actual spoken English * 

□ real communication exercises are provided 

□ grammar items are reintroduced in folfpvylng communication activities , 
Comments 



READtNG PASSAGES 



□interesting to adults 

Q recombine vocabtttory and grammar - 

D treat^urreht topics 

□ accompanied by adequate cojnnprehension tests 
Cbmments — ^—.^ — ....^ . r.,' . . 



' ^ WRITING ' ' - • : ^ 

□ models are given 

□ n^xlels are scalejl by difficulty i^purpose^or topic * /* » 
P models provide for a variety of levels of formality ^ ^ - ' , 

□ writing activities reinforce llirtening^ reading, and ipeaking activities , ' ' ^ 

□ vwiting is ttught during the other skjils ' * 
□writing is^aught after the other skills * 

□ writing fs controlled ^ ' ' ; • ' * \ ' . ' kj* 

□ skills leading to free composition are introduced sequentially . ' * « 

□ a variety of writing purposes Is taught * ^ • 
0 stylels taught J . ' 

□ kin4 of writing taught is what the students really need ' 
Comments ^ . ^ * ' -.. , . ^ - .. ..V . - 



' ' ^ Figure 2.3.Z;i - Contcir^ 

''"'*•- 

, ' V / .■- ^ \ ypC^BULARY 

Qln harmony with probable experiences and center^ of interest of adutt students 
P systematically taught and reintroduced : 

□ pictures ijptroduced to cJarify-important concepts* , ^' 
O study activities included \ > ^ 

Comments* . . ' . ■ ^ J^^.^^ 

^. ^ ■ 

' teacher's MANUAL 

Q directions are easy* to understand • * 

□ is necessary for daily use of material * 
Q has a placement gutde fpr materials 

□ provides siigge$tions for diagnosis of specific skiljs 
' Qlias supplementary material-' ^ * 

□ desdrttes a variety,<)f teaching methods . / 
C<^mmenxs - ^ ' '' ■ ' ^ ^ \ ,^ ^ 



\ 

/ 



GENERAL COMMENTS 



DOM^E 

Have yoM used thk 'material? v« ' - ^ - — s— — - 



Was it effective? Was it a drag? Wai it furj ,to use? Would you use it again? Would you Itlcf 10 toss it into the garbage? 



' Strong points of the material (b^ specific') 



Weak.points of material (if certain pages/sections provide problems, list them) 



jfyou haven't .used it, WoU^d you? „- ■ , -f^ r ^..^. , .,,,^., „ r.- ^^ — ^ 

We would appreciate any additional candid commpnts you would like to make concerning tills material. 



Prepared by Joanna Sculley dnd John Daugherty 1975* - 
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. • Figure 2.3.6 (AJ 

INFORMATION CHECKLIST ' 

: / ■ ■ ' ' 

Name — ^ _i_™__„_ — — ; . — _^ Date_„._L A^e - ^ 

Oieck any of the folldwingthqt are appropriate at entry and at termination: . ' ■ 

i ^ At Entry At Termination 

1.* Entered the progranffor the first time at this registl-ation . • □ *s 

* 

'2, Employed fgll-tlme * r .i, , .Q ^ ' Q 

3, Employed part-time , □ D*'. 

.4. Not employed \ ' □ n 

5, Receiving public assistance ; ... ^ . /i^. . □ • □ 

' 6. Learning English ji^'second language . * . . i . . . . V /. □ * 

7, Does not use English a^ primary languajge . T - * ....... . ; □ □ 

" ■ ■ ' . • ■ - ' ' . J . 

8. lsaUS,citi2en;.,..;,.......,.V □ Q 

9* Found a better paying job . ..O' , . Q *' ||| 

10. Has been promoted in their job ^. ^. □ □ 

1 1- deceived 8th grade diploma as a res^ult of the prggram , = . . 

. ' . ■ • . - * • 

12, Enrolled in education/training after ABE , . . ^ . ' Q 

■ ■ -■■ .v^^ ■ ' ■■■■ , ■ ■ ■ 

li PassedGEOtest . ^ p 

14. Enrolled in high school completion program , . . .i. ^ . . . i . . . . . s □ * < 

15* Received a drivers license during program , , a /' V^D • 

16. Registered to vote during program p .\ . JEl 

17. Received training in completing tex forms . . * . . . . . ; . .*..>..,. s \ Q 
fillin the Rowing: ' . • *' ' ^ ^ * % 

18. Nurafaef of children 0*5 years living in residence?. ■ ■' ' - : ' . ■ . 

19. Number of children 5*18 years living in re<;trifinnfi7 • ^ 

OeviBfoptd by William Rainey Harper College Adult Education l^rpgram, Pafatine, Illinois. 
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FROM: Npreftn Lopez --Coordinator, Adult Basic Education 

^ ' .'■/.■' 
Improve our program it \s necessary to find out why students stop coming to classes. 



It would be most helpful If you would please check off the reason or reasons you stopped attending and return the 
;x|prm ir» the enclosed prftraddressed and pre-stamp^^^ 



ink yod very m 



Thank you very much. 
REASON FOB LEAVING: 



a. □ Transportation problem 
b* □ Shift change < 

c. □ Gotall you wanted from the cfa!?s 

d, * p Second Job or overtime K 



e. □ New job placement 

f. □ Class did not meet your.needs 

g. Q Dissatisfied With program . 

h. O Other (specify): 



■Para mejorar nuestro programa es necesario inyestigar la razdn o razpneS:p6r laque los estudiantes dejaroTT dd'^istir 

* >* '■ ■ > ' * . ■• . ' ' 

Nos ayudan'a mucho si usted hiciera el favor de marcar igihrazon 6 razones por las que usted dejo' de asistirrHaga el 
favor de dtovolveF la forma en el sobre que se le ha enviado. ^ ^ - • v>,^ 



Muthfsimas gracias. 
• ■ • 

RAZONES; , 



y 



a, □ Prolbfema de transporte ' , 

b. □ Cambio de horarlo dc trabajo ' 

□ Recibid todo loque esperaba de la clase 
d- D Segundo empleo o trabaja tierapo extra 



e. □ Cambio deempleo * " 
f; D L'a clase rio cubrio' sus hecesidades 

g. □ No estuvd^atisfecho con el programs' - ^ 

h. □ Otras razones (Especificar) . ' 

• VA- . : , 



Follow-Up letter dev&ioped^by l/ililliem Ratney Harper College, Adults Education Program, Palatine, lilino/s. 
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READING LEVEL CERTlFlCAtlON 



Date 



iStuderit's Name. 



□ Unable to read English 

D f^eklmg Level I (gra^f^s 0-4) 
IS^Reaafng j^vel II (grades 

□ Reailrng Level \\}^^^6esi^7)., 



Based on'the'resul#^^^ iriterview conducted ai^sfej^ent registration. and^r thQ. reading test^^^ I . 

'C<;rttfy;that ' ^'"':'}/ ' ; •■■ • •^ ^^^^ ^^^^ . Edgfish- 

at the above appropriately ciiec^ . ' > 



• 4' 



;. ■' 4 - Teacher's Name 



f • rr 



■ Dev*(dp»dby &gin Y 22p emChicagb $tr»et, Elgin, Illinois 60i20' 



41 V 



40 '-^^ 



1' 



Figure 2;3.6 [0] 



THE INFORMATION^EET AS 'A PLACEMENT^ INSTRUMENT " , ^ 



A cpnsidecable amount of iMormatioR is necessary^^ each stucferit's .file-folder 

and it is felt that several things might as well be accomplished at once, so questions relating to the 
file-folder information are used as. the basis for a placement instruments This test is devised in such a 
mariner that the student feels he is filling outs€irt#^p^^^^^^^ 

examination* * * / ' > 

Later, the student's instrgctdr or the teacher aide can tran^ferthe information irpm^^t^^ plapemeht 
instrument to the file.> The placement instrument accomplishes at least three purposes s.imuh 
taneously. One, it offers a gr^ss placemenf for thfe incoming students Two/it accumulates hec^sary 
informatlprt for the student^s information file. Three, it puts the student ^'at^ease" in the segge that 
the student feels that he is still in the preliminary stages pf'his enrollment- arid is noj^yet'under 
stress. Also, the instrument gives a good beginning for judging the: student^s usable vocabulary, 
grammar, punctuation, spelling and reading ability. '.:^'^'''^V'^'''^ ' ' . ').^. ■ ' . / y 

The following placemTsnt level js included as a suggested guide: . . , ^ 



LEVEL ( 



Lovy Beginning 



• Cannot read and artsvyer any questions 

• ; Answers Qv l , .2,: 3 with incomplete 

many errors; onfiisslpns 

• Reads and answers as above 



High Beginning 



. # Answers Q, 1 -5;/ faircbntrol^few omissions 
• Answers Q. 6-10 with correct' inforrriation; 
many errdrs; omissions , > 



LEVEL II 



LEVEL lit 



\ 



Low Intermediate 



Hrgfr Intermediate 



Low Advanced 



High Advanced 



' Answers Q. 1 -10 correctly; tew erro rs or . 
brr^isSions ' 

Ansjwers 1i.and 12 hesitantly; many ^errors : 
and omissions; non-comprehension of 13, 14 

.;OrJ& ■ ,. ■ , " ■ ■ ;. . ^ ■ . 

Answers Q. 1-15 correctly? few errors; .few 
omissiohs^ , : * 
Difficulty understanding Q. B j-3; answers 
hesitantly; many errors and omissions 

Answers Q. B 1 -3 fluently and correctly 
Understands Q.B 4-7; fespbndshesita^^^ 
many errors and omissions " ^ 

Answersill questions through B 7 fluently; 
few errors; possibly heavy pronunciation* \^ 
^ confusions; errons in pe^rfect tenses 



■■■"•1 



V/. 



/ r Figure 2.3.6 [BJ pontd, ; 
* ESL/ADUl,T BASfC EDUCATION PROGRAIVI 
Participant information Shjttst * - 



Iwtltution 
Intoviewer 



Date 



tk What your name? 
21 What l$^oUr acjdress? 
3; WNttsthfrflate^tpclay? 
4 Whatjsyouf &xjla| Sccurfty.No*?-i:l 
6^ Do you havca ^tepHone? ^ ^ What 



PERSONAL HISTphY 



6* Are yoti marrie|a? 



What 



Vhat is tht^ number? " •■4 ' 
is your husband^s name ^br Wifefs^ame)? " ; , 



7. Dp^you h^ye children? !--^ How many? !l , 

8. When were y&a born? Month ■ . . / /. ■ 

. 9* Wfiere vyerc'youj^^rn? Gity ^ ' ■ . 
40, Do you have a car? ' > - ■ ; - ;-- 
11. If so, what kind? - \ " - - .- 



6ay,^ 
State 



. Year 



Country 



What is the license number? 



12, Do you have an Illinois driver's license? 

13. Where are you eryiploy ed? 



1 



14^ Ari5 yQU*enft|>l6yed full-timtf or pai^-time? 
IS,: How lonsthave you worked for ypur present employer? ^ ■,■{ 



: : %^jEdUCATtONAL HtSTOBY 

^1i Did ^ou go to elementary sohdpl? Where? - ■■. . . ■ ■ ' . 
Whatjis thelW grade you completed . 

2. Did Xa go to high school? Where? ■ . -. / .- . ' .■ : 
What is the last grade you corrtpteted? " \ " ^ 

3, DId/ou go to college? Where? ' V' ■ ' " . '\ ' 

It IS the Jast grade completed? > \ ^ 

4- Have ytni had any other educattbn or training? 

.What kind? ' . - . . ■ . - 

5, Can you read: 

. ;. " English. ■■ 

. • " ' . Spanish 

. ■■• , • . : ' other " 
j__4_L Not atall 
'■^ jHiveyou tvSt attended school in the U.S.?] 



1 2 3 4 5 6 7. 8 



1 2 3 4 



1 2 3 4 



WKere? 



i?'.'' Hovit long have ypu been in the U S.? 



□ Yes' n No 
Mow long?. 



■If 
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er|c ^ 



' Figure 2.3.6 [B] - Contd. 

' . . ' ■ ■ , 

To be completed by authorized program staff 
C <- EDUCATIONAL PLACEMENT 
• Kind of Tnt 



ERIC 



R«tults 













f ^ 












*>.■._ ■ • •■ • . . ' ■ 

, . r ■—'—I , .. .', , i- r^^-I , . ■ 1 — 






/■ . - : V ■ 

EnibiinrNKit 
Pate ' 


* 4 Progrtsi Rfiport 

Cpmpittfon Certificate 'ExH 
Coui^ Date Hours Date 


Reason 

















• ' ; . ' ■-. . , " ... 4' «... "' ■ - ■ . • ■ ■ ■. 






S ■■■ 


V 
















■ » . 
' — i-I^ 'X : 



















Referrals 

, 1» To Counselor . . . ..^^^^ 

.2» ;To Vocational Training — ^ , . . . . * . - 

3^ To Employme^^t .,,.>..*..;......;•.. .... 

4. To Other Classes . , - ► . . , /.V, ........... , • » • - 

5* Other • ««• *^ ■ » ^ » ^ . * . .• . . ''.Ap. • * .. . * • . 

6, Other . i * » . •^••^^ . ^ . . * * . * - » 

T ? ^ ■ Compietioa *^ 

\ ■ •> .' . ■ ■■ . , 

1, ESL Program 

2L 8th Grade Diploma . . . . . . . .> . . * * . 

4. Other • . . . , . * . . * . . * > , . . * . • - • ^ • . * * . - • • • i 



Dat; 



Date 



Figure Z3*6 [Bl - Contd* 
CERTIFICATE RECORD 



/ 

Ditt C«rtfffc?at!5 ReccWed 

aw . 



No. of HoUFSr. 



E- FOUOWwUP ' * 

Rmioii for Separation Chack 

1. Tptakeajob .T* .J. .1^ . ..j. Q 

2. TO,ti^ka a batter job .^ ^ » 

3. To enter another trainina program ^ /»......> ^ ... ^ n 

4. Met personal objective , . , . . . . . . ; ^ . . . . . □ 

5. Fpr fack of interest ..." . » . . ^ □ 

0. Because of health problems □ 

7« Bepausebf-tfansportatfon problems . ... v i . ^ ^ . « ^ ^ . .\ □ 

8. Beiiause of child care problems ........ , ^ . ...... .-. % . . . ^ . Q 

9. Because of family problems . . . . . . , .Vw* , ^ . □ 

10. Because of time class/program is scheduled ^ ^, . ; , ...... n 

11. Because of cl^ss/proyram termination > . ; ^ ........... ^ , □ 

12. For other known reasons^'. ^ . . ^tfflfs ^ 

13. For unknown reasops . • r^rn nTr; . . t * ^ . * . , □. 

Additional I itformation 

1. IsenroHed m aj)i urban ABE Program ....... . . .\ * . . . . . . , 

2. U enrolled in a rural ABE Program * . . . , .. ^ □ 

3^(, Is enrolled in p ogram who is employed * . □ 



4. Is enrolled in p 



ogram who is unemployed ....... . . . i ....... * . Q 



5, Is enrolled in pCQ^m who is receiving public assistance . . . . .\ . . \ . . ♦ . • ..... . . ^ . □ 

6. /1sqfr waiting list to enter program ...... .... . . , » . ^ . . . . . . . . □ 

i 7. Achieved Eighth Grade Diploma through program ..* V, ^. * □ 

81 Enrolled in High School Diploma Program after completing ABE Program . . Q 

d. Passed G.E.O. test ^ ^ J . * ^. ^ . Q 

10- Graduated from high school after starting in Adult Education Program . . , ............. □ 

11v Enrolled in other Educatfon/Trairiing Program ...... , . . . /.n .......... .... . Q 

12. Was removed from Public Assistance Rolls . . . ^ . , . .tl T; . . ^ . . , . □ 

13. Obtained jobs as a result of Adult Education experience ..... . J. ... - .... . . /. . .\. . □ 

14. Changedfto or was upgraded to a better job as a result of program ...... ^ * . > . . D 

IB. Registered to vote for the first time . . , Q 

lOv Received UJS. Citiienship ...... . . ............. I- r - C3\ 

17. RepeWif diver's license .... .r , .... □ * 

;18. Received draining in compl^^^ ./ ... ....... . . . . □ 



45 44 
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STUDENT RIgGISTRAYION FORM 
Name 

Address ; ' . . 
Phone ^ ..„._^ 



ENGLISH AS A SECOND LANGUAGE 



D^te 



Interviewer . 



Reading Level 



Birthday & Age 
Male _____ 



Female 



Place of emptoyment 

Full time 
How long in U.S.? 



Pgrt time 



Educational History {circle last grade completed) * 



1. Grade School 

2. High School 

3. College 

4. Other education 



t 2 3 4 5 6 ^ 8 _ 

1-2 3 4 _ 



12 3 4 



(Include Eqglish classes^ if any) 



Where? 



' How long? 



Read a newspaper in native language? 
Read a newspaper in English? ,.,„..,..,.. 



Children ^ r ^ # ^ ^ . . 



.Number School' Age 



Number Pre-Schqpl /(ge 



list names and ages of children enrolled in YWCA child care program*^PIease indicate any special problems* 



l^rsonal class objective: ' 



De/etopedby the^'igtn YWCA, 220 £ Chicago Street,' Elgin, Hlinois 60110 



Figure 2.3p6 fC] -Contd. 

. ■■ ■ , • . ^ . ■, ■ 

H^ase cFrcle correct response L 

% , • . ' . * 

Areyofu'a citizen of U.S.? , Yes No 

Are you a registered voter? Yes No 

Are ydu an Armed Forces veteran? % * r . • . , • . , Yes No 

Are you head of household? ............. , Yes No 

Do you speak English in your home? r \ Yes No 

HoW did you hear about tiie English class? . * ^ 

• . .. ■ • . ^ r ■ • " • ■ 

, *' Class Placement > , 

" ■ > 
Completion Dnop - 

Date Location Teacher/Level Date Date Reason 



K^d of Test 



Testing Record 

Date Result 



Date 



Result 



o 

ERIC 



Omm/opedby the Elgin YWCA, 220E. Chicago Street Elgin, Illinois 60120 



STAFF DEVELOPMENT , . , ' 

Program administrators should encourage and foster staff development activities, It is 
Important to provide ways in . which the staff can participate actively in both the planning 
and training aspects of their development. To encourage such participation, you may wish 
to consider some of the following suggestions: 

develop and •maintain staff profiles including trainipg, experience, talents/ interests, 
areas of expertise / 

' schedule meetings at Ifeast once 9 month (or, if this is not possibfe, schedule and hold 
regular meetings) 

schedule staff meetings either when demands on staff time are minimal or when 
released time can be secured 

discuss program structure and funding with staff \ 

,■• • ' - ' *' ' ■■ 

review proposal goals and objectives 

i • • • 

discuss program planning and budget preparation with staff 

• ' - • - . 

review present budget and its impljcations 

solicit staff recommendations, within limits of budget and program, for staff 
' development activities . , 

• " . ♦ ■ • 

solicit staff recommendatfons for expenditures of budgeted items 

review staff development activities- available locally, rfegionallVr state and nation-wide 

include budget item for staff participation in available staff dev^opment activities 
(ifp., attendance at > staff development activities— regional, state, federal and 
professional conferences; reimbursement for travehto Curriculum Resource Center, 
etc.) ^ • ' ■ ^ 4' • ' ^ 

review these options regularly with staff 

develop a professional library for staff; review with staff 

review materials, brochures, handbooks, curriculum guides, media with staff 

budget for and schedule periodical local program staff development activities based 
on staff input ■ ' 

schedule time and space for staff to work together 

cooperatively develop and review handbooks fop staff and students 

prepareanddistributeregular reportof staff meetings and activities . 

arrange for staff to visit other local programs, community service organizations, etc. 

• . -48 47 



• interpret liDcal, $tate and federal policies and practices with the staff 

t make availaB^ resource peopip with first-hand training and experience in adult ESi 

• delegate responsibilities to students, staff mefhbers-^providjng opportunities for 
these staff memrerstc^ make^their findi 

provide opportunity for staff to demonstrate thefr instructional abilfties to other 
teachers 

PROGRAM fiVALUATIDN 

Program evalq^ation should: 

provide information neqessar^^for general improvement of progpani with respect to 
' its goals and objectitres > , ■\ ; 

provide supporting evidence for program changes or budget requests 

help keep the^program in tune with the changing needs of students and commuhity 

The following principles of evaluation may prove useful; * * ' ' 

self-appraisal is usually more meaningful thah'outside appraisal 

everyone copcerned with the instructional process should be involved in the 
evaluation. Administrators^ instructors^ regional supervisors, students/ former stu- 
dents, aides, ddunsetars, community representatives are all involved in the process 

comparison with self leads to more growth than comparison with others* Compare 
what is with what should be on the basis of your program goals and objectives 

evaluation 6ffers the greatest potential benefit if it is a continuous, integral part of 
theprograi#» 

An Instrqctional Process Evaluation Kit prepared for the Adult English as a Second 
Language program is available from the Adult English as a Second Language Unit of the 
Bilingual Education Service Center, It includes a series Of questioris and probes to aid in 
determining how/wefl the jhstructibnal process is meeting the goals and objectives of the 
'program. The kit includes a form for teacher sejfrevaluation and two forms for student 
evaluation of instruction-one intended for beginning/intermediate leyefs^ the other for 
intermediate/advanced jevels. * • 

Because student evaluation of program effectiveness is often neglected we are incfuding 
here three evaluation formats* Figure 2.S [A] iy a relatively-short Class Practices. 
Evaluation desrgfied for the beginning levef class and reflects the work actually done in 
class. Figure 2.5 [Bl is also intended as a class evaluation forhi. It 4s designed for use by 
students who have completed the intermediate or advanced levels. The fast form. 
Figure 2.& [DJ / is designed to heip students evaluate their expferiences with the total 
prograrriV 

' ■ 48 / ' ■ ■ ■ • . - 



Fi$/iJmZ5[Al 




"T"^ — 

English as a Second Lans 
ClaEMK Practices £va(uatidn 



Please be honest! You may sign your name but it is not required. 



• I want more 
U like) 



*^'U'$ 1 want less 
0*K. (I don't like) 



'1. SpelHng 



2. Pronunciation ^ . 

3. Oral reports by students ^ : ?V 

4. MtiUBiring Am$ricm English «... 

5,. Lis^ning Exercises r . . . ^ . 

6. Writing ---v - 

'7. Conversatiori 

8. Coffee break 

9. Verb study . • 

10. Field trips 
It. Guest speakers/movies . . 
12. Dictionary practice .... 
13«^ Reading ^.^ . 

14* Vocabulary Bu|^ing . . . 
ts. 

16. • 



\ 



Suggestions of topics for practice and conversation (example: first-aid, describe symptoms to a doctor): 



Comments and suggestions: 



ERLC 



Dtvelop*dbr the Elgin YVKA, 220 E. ChlcagoStmt, Elgin, IL 60120 
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Figure Z5 [B] 
CLAS* EVALUATION 



lr)irtructor 
Qui': 



\ ^ 



1, 



ERIC 



3. 



4. 



5., 



50 



51 



How would vou rata this clius? 


4^ 


• 

Very Good 




•Fair 


Poor 


■ ' ■ . r 
















■ " *» ' 








4, ■ ■ . ' ' , ;■ ' * ' ' ""' — — - 

' ' . ' ■ ' ■. " ■ 1 
* • , . , V • . - ■ , . ■ 












VVhart' 1^ vcMir eviluaticMi of thf teacher? 












, ' ■ ■ ^ . '^ t ' ' 












/...- ^ — : ■ —r^ 

. . ' ■ ■ _ — } ^ \ . .,. 
























What 1$ vour evaluation df the teacher aide? 










— 

* ■ 






• 








t' ■. 4" ■ ■ ■ 
• ' \ .-^ ' ■ 












, ' ' • ■ 












How well were points clarif red and Illustrated? 












♦ ■ ^ • • 












■ . ■ ' ** ' - ■ ■ ' 


















,4 






^ ~' • ' " • ■ ' ■ ' 
Was there a chance forauestions? . ' n : 
















































Did vou havtf a chance to darticioate? 
















« 








' — — — — — f-- — - — - — — 

■ ^ . • \ . 






», 
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7. Would you recpmirfehd tiwj «l»s to. others? 

^ □Yes 



□ No 



8, ' Coutid you apply what you l^^amcd in eacit cii^isi^ 



9t What k your overall rating of thtepr^^^^^ -r 

V . □Excellent DVeryqood d Good □ Fair P Poor 



ERLC 



10, What feeling dfd you have while In class? Check the appropriate answer. 



- . • ^ J- ; ■ . . " . 
1 FrustrAed . * « ^ . • * . # • . - 


'"^'-'r ■ ■■ Often./' 


SorTMrtfiiW* 


Never 




Challenged^ . . . * * . . . ? . * 






□ "• 




" Annoyed . . , « . ... .... r ....... . . . . . . . 




D 


□ 

•i« ■ • . 




Confused.. 4 A . ...>>;. 


•■•'•'"'•L---'vi*'";« ' ■■: 








\ Satisfied . . .% . . ............ . . • • • * • 

fi). . ■ * " 


:;..-Uv. . ,V. . □ 








Proud « • « . • • * ... * • . . . . ^(^ii * ' * ' 

■ " .-A • > • ' ' 
EnKbai^as^cf ^ . , . ^.-^ * . . . ^.^t^ ; . . * ; , 


■ } J^a - 

• . " , V 

. «... V . ^ « o 


^' □ • 

a 




■' ..:v'^ 

Bored .♦*.».»>..#•• ^ • 


^'l;^.... .V..'. . □> . [ 


a ■ 


■ M 




Cpn)f<$rtabte • .»*.•>.•»# ^ • 


i ' . ■ , . ■ 

* ' • ■ . . ■,.'.>.- ■ • . ■ . 








Unconnfprtable * . ♦ >^ . • * •> . * • * ^ ♦ * * . # 






** 




Happy . # • * ^ r •^ • « . #.».*.. i # > . * . i» i » • 

* ' ■ \ ■■■•^ ■ 


* . .A ^ ,.. ' 

' ' .•. ■ .•' * ■>..•' " 


□ 
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STUDE^JT pVALtJATION 



JNIame , . ; . 
Date... ^ 



What lWivitta Kr^ ' 



Did 1 Liiirn E^nouiih 



Cpntmtnts. 



Speaking . ' 
Pronuncfirtfoo ^ ] 
Reading 
Writing " 

Increased Vocabulary . 
Job Related Vocabulary 
Listening Skills 



As niich A;i Not As Much / 
gxpejpted' ' i^sgxpectid " 



II lnfprmation,Goais 

Emergency Service 
(Health, Pire, f^olice. 
Accident, Legal) i?v 

• v * Jyow to Use the l^hone 



ERIC 



Insurance 

' (Auto,>Health/Life) 

priver's License 
Infqrmatiottv 

How to Become a Citizen 

Social Security 
(Disabiiity, Medicaf^i,. 
- Retirement Corrections) 



Mr 
M 



BMsed oa d font? used in the H^trper ESL/ABB Program^ Palatine, fi/mots 
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Figure Z5 [^r^ Contd. 



What I Want to Know 



Did I Ltarn Enough? 

■ ■' y ' . ■"" • — ■ 



Comrnents 



J. ^ • ; ^ A$MiJ^hMt Not AirMuch 

fnformiition Goafs (contd.) Cxpactid AsExpfctad 

Comrfiunitvt Service (Food / / ^ ^ . . 

;Stamps/Public^ld^ / * 

* ^ation, Consumer Fraud) , • ^ 



Ill, Loria RiWMia Goily 

felghth Grade Diploma 

" GE.D €ertificat(tf 

.. Vocatiortal Training • 
' ^ bpportunjjies^ 

Professional Traihmd 
Opportunities . 



IV, Employment Goals 

Job Forms (AppJigations, 
! Time Cards, Leaves of 
Absence) \ 

Employment Opportunities 

Unions ^. ^ 

Tests for Job tJpgr^dJng 

*v Job Related Math 

* V. t Consiurner Education Goals 

%■ 

* Payroll Deductions 

v. 

' Income Tax , " •, 
Credit 

ffiaging Your MpnSV 



ERIC 



■••V n^:'.,: / 



:* ■ 



; . \ : Figure 2.6 ICl ^ Contd. 



What I Want to Know Oid I Leam Enousih? ■ Comments 



^ . : \ AsMuel^as NotasMuch y / A 

.Consunicff Jflucatipn (contd.) gxpe^ted As Expected ^ 



Accounts • 

- ^ ^, 
Rent Problems 



Salesmen.Problems 
Advertising i ^ , , 
Use of Nevyspaper 



* 








^ ...... 9 


■ ' -v* 


w 

. . f ■ / ; - 


! 








i . .♦* 

■ .- > 


... . « 

* i 




« ■■ "-r -^^^^ • 


*t ' * - 

■ . / * 


. <) . 

■ t -■ ■ I 










n ■ , . ■■ 

.: // . 






■.. J" ''--^ " 


:,. ^. " ■ • ■ 


• 


V- 


■ '■'"^ t>. — ^ 




> 








• : • .■ . .- » H ■- ! ■ 










' ■ ■* 



• -fSuggestfons for Improyjng Classes: -'v- /w f 4 * * " 



"n -V 
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r^r-ti 


■ -'^ ,f ■ . ^ 


ill . i: " . ■■ : . . - ,,. - ■ .-. ■■ 


1 ' ^' " ^ — — -^-^ ' 








— . ' 'n t -■ — ' : — T : < r-p 








; .- ^ A.. • " . 
-■ : ,'\r*^i '- n ■ <i- 1-^ . 


' / • " ^ - . ' * 












< * "V * ■ ■ •. 

• \- .. ;- , .,. ^ • . . . ^ , 








.1 . r... ■•»■' it W -i; .- ■ 




■a .-■ 








4 .*■«"■.• 

■ . - : ■' " ' i .. ^ •. 




















. \ 

■ - ^^l. , V . 


. ■ ■■■^ 




'• " 




^ ^-t;* — ' : --r-^ * 

■ . 

. « ■ .,<••, • 0 ■ . 




■ ■ * 


- * . 1 ■ ■'* • ... : m- » - 

. » •! ■ - • 

, ■ ■• ' r- 

,■ ■ ' ■ ■ ■ • ' " . 




. V' . . ■ 
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■ • ' • r 0. : •:• . • 


- I ^ — - ; >.r 


• ^ . ^ 
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, ^ - •. 
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